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Presenter
Presentation Notes
Welcome to Windows 7



Accessing Programs (search it)

 Find it
 Click the Start Menu
 All Programs
 Expand the Sub Menu
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Locating software applications is even easier in Windows 7.  No longer do you have to have to maneuver through the cascading menus.  In Windows 7, the programs are displayed as a sub menu. 

Click the Start Menu
Click All Programs to find the item you are looking for.
Click the Sub Menu to locate and launch the application.



Accessing Programs (find it)

 Search for it
 Click the Start Menu

 Type the name of the 
program in the Start 
Menu’s search field
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Alternatively, you can look for a program by using the Start menu’s search field.  It is easy and FAST!  Who has time to be hunting when you can type a few letters and go!




Searching for other items

 Documents and files
 Email 

 From: _____
 To: ______
 Subject: _____
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Another cool feature of the Start menu’s search box is the ability to search the title and content of documents, email etc…  Did you know you can look for key words in different files?  You can also look for items inside of your email.  If I was looking for an email that contained AIMS Test in the subject, I would type AIMS in the Search field.



Time to try it…

 Using the find it 
method, launch Excel

 Using the Search 
method:
 Launch Word
 Search for a word in 

your files
 Search From: Shawn
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Okay… Time to try this out.

Using the “find”  method, launch Excel.

Next, Using the Search method:
launch Word
Located a particular word in your files
Find an email from …





Secret Keyboard Shortcut

 Tap the Windows key or 
CTRL + ESC

Press the Up arrow key
 Press the Right arrow 

key to expand
 Located Microsoft 

Office Picture Manger 
(Located inside the MS 
Office folder / MS 
Office Tools)

 Enter Key to launch
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And now for a  Windows Secret
You can open the All Programs menu by clicking…  the Windows K on the keyboard.

Then use the up and down arrows to navigate the vertical list.   Use the right arrow to expand a list. 





Pinning the Start Menu & Task Bar

 Start Menu 
 Pin to Start Menu
 Pin to Task Bar
 Keep your desktop free 

of clutter. 

 Jump list
 Start Menu
 Task Bar
 Pinning Jump list items

 Keep items close.
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Applications are no longer automatically “pinned” to the Start Menu.  �Right Click on the application to Pin to Start Menu or Task bar.  (Right Click the item to remove.)  

Jump List, like a mini start menu for items on the Start Menu or the Task bar.  You have the ability to open recent files simply by right clicking.  If the item is often used, “Pin it” by right clicking.





Start Menu pinned comparison

Nothing Pinned Word & Outlook Pinned
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This slide represents the start menu with items pinned and not pinned.

Notice the image on the left vs. the image on the right.  The left image has nothing pinned.  The right image has both Word and Outlook pinned to the menu.  The horizontal bar between Outlook and OneNote in this image differentiates items pinned and recently used. 




Task bar pinned comparison

Nothing Pinned AZ Central Pinned
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This slide represents the start menu with items pinned and not pinned.

Notice the image on the left vs. the image on the right.  The left image has nothing pinned.  The right image has AzCentral pinned to the task bar.  Notice the word Pinned above the AZCentral.  Notice the word Frequent below AZCentral. 




Time to try it…

 Pin Word & Outlook to 
the Start Menu

 Open AzCentral.com 
then pin it to the Task 
bar.
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Now it is your turn to give this a try.  Your task is to pin Word and Outlook to the Start menu.

Then you need to open AZCentral.com in Internet Explorer and pin it to the Task bar. 




Show Desktop (Peekaboo)

 Windows Peek
vs

 Show Desktop
 Try it…
 Open Word, Excel    

and Internet Explorer
 Place the mouse in the 

lower right corner
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Windows peek allows you to quickly look past the open windows at your desktop without closing or minimizing windows that are open.

Show Desktop quickly minimizes all open windows.  (Note: This action does not closed the open windows.)




Scratch the Scratch Pad with… 

Sticky Notes
 Launch like any 

software.
 Can be pinned to the 

Start Menu or Task bar
 Sticky Notes will not fall 

off the monitor
 Multiple colors 
 Never need a pen!
 Give it a try…
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Sticky notes are a great way to keep track of those quick note that normally go on a 3M pad that get lost!!!!
�Type sticky note in the Start menu search field to launch Sticky Notes.  Then type…
Click the plus sign to add another note.  Click the X to delete the note on the screen.  
If you shut the computer down with the notes open, they will be there when you turn it back on.  Personally I wouldn’t use this for long term items but it sure works great in a pinch. 



Gadgets

 Mini Programs that 
live on the screen 
conveying information 
you want

 To add them… 
 Right click on the 

desktop and select 
Gadgets.

 Double click to add
 Try it
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Gadgets are mini programs that give you information at a glance and provide access to frequently used tools.  

To add a Gadget, right click on the desktop and select Gadgets.   In the Gadgets window double click the gadget to add it.  
�There are also a number of Gadgets online if you are not happy with the few readily available. 



Snipping Tool

Need a screen shot…  
The Snipping Tool is for 
you…
 Capture at rectangle, 

window, the screen or 
free form

 Annotate it, email it 
or paste it…

 Give it a try.
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Snipping Tool captures a screen shot of anything on your desktop, like a picture or a section of webpage.  Snip a whole window, a rectangular section of the screen, or draw a freehand outline with your mouse.

You can annotate, save, or e-mail the image using buttons right in the Snipping Tool window. 

Launch the Snipping tool from the Start menu.  Find it or do it the easy way… Type Snipping Tool in the Start Menu search field.

Click New to capture.  Click the down arrow next to new to change the type of capture. 




Desktop & Right Clicking

 View
 Gadgets
 Desktop Icons 

(presentations)

 Gadgets
 New

 Folders
 Other items
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For years we have been right clicking on the desktop to add folders and change screen resolution.  Today, we can still do those things and we can now add Gadgets personalize Windows and even hide all of our icons that are on the desktop. Never again do you need to be embarrassed about the clutter on your computer screen. 



Folders Vs. Libraries

 Folders
 C:\user\swheeler\My 

Documents\Reports

 Library
 C:\user\swheeler\My 

Documents\2010\Reports

 C:\user\swheeler\My 
Documents\2009\Reports

 C:\user\swheeler\My 
Documents\2008\Reports
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We have been using folders for years.  Folder has a defined path to the files.

A library contains 2 or more folders aggregated to appear as one location.   Think of a library like a collection of like items.  At this time, I don’t recommend creating libraries at work.  However at home… give it a try. 




Windows Controls (Classic Menus)

 Alt Key – Classic 
Menus

 Try it…
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Some users may find the new design a bit limiting .  However, if you are looking for a few key items such as mapping a network drive, all you have to do is activate the classic menu buy pressing the “Alt” key.  



Windows Controls (Views) 

 Views
 Icons (4 sizes)
 List
 Details
 Titles
 Content

 Previewing Pane files
 Organize

 Folder and Search 
Options
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Windows has always had different views.  While we may still have our old favorites… They are still available plus a few new items.  My personal favorite is the Preview pane. 

Lets take a look at some of our options.



Windows Controls (Searching)

 Searching Folders & 
Libraries 

 Searching and Saving

 Let’s Try it…
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We have reviewed searching before but there is a slick feature that allows a search to  be saved.  The saved search is listed under the favorites list on the left side of the screen.  What is really cool is this saved search is dynamic.  If new content that matches the search criteria is added, that content will be displayed the next time the search is executed. 



Search Shortcut

 Tap the Windows key + F

 Type what you are looking 
for.

 Press enter

Note:  This search works like 
Search engines
“quoted phrases” other 
Operators + - etc…

Example “Web 2.0” = *.doc will 
find Word document that contain 
Web 2.0 in the title or content.
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You can also quickly pull up a search window by pressing the Windows Key plus the F key.  Once the window is open… Search like you have done before.





More Windows Controls

 Left Menu options
 Favorites

 Snap (As seen on TV)
 Left
 Right
 Top or Bottom 

 Arrow Shake

 Let’s Try these…
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Windows 7 was my idea…  I am not sure I would have hung a marketing campaign on snapping a screen to the left of right.  However, I use this several times a day and especially when I am building presentations. 

One of my favorites is the snap top and bottom.  And the cute one is windows shake.  Let’s try them all. 



Explaining the Problem

Record Steps to reproduce a 
problem
 Type the above text in the 

search filed
 Click the link. (It will be 

located in the Control Panel 
section.)

 Click Record
 Complete the necessary steps
 Click the stop recording 

button
 Name the newly created Zip 

file.
Let’s Try it…
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Have you ever attempted to explain a problem to another person?  How about explain how to do something?  Record Steps to reproduce a problem can be very helpful.
Click the record button.  Complete the necessary steps.  Click the stop recording button.  Name the newly created Zip file.  That is it!
Check out what the completed project looks like. 



Personalization

 Change Desktop Icons
 Desktop icons
 Mouse pointers
 Account picture

 Themes
 Window Color
 Sounds
 Screen Saver
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Okay the sound may be a bit over the top.   But you can make some healthy changes to your computer via personalization.  In some cases, the changes can be disappointing.  I recommend making one or two changes at a time to make sure you are happy with them.   With that said, let’s look at a some of the possible changes that can be made. 




If you must personalize

 Right Click the 
desktop

 Select Personalize

 Click your choice
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Right Click and select… Personalize

Change Desktop Icons
Desktop icons
Mouse pointers
Account picture
Themes
Window Color
Sounds
Screen Saver



Windows Mobility settings

Open with Windows Key 
+ X
 Display Brightness
 Volume
 Battery Status
 Wireless Network
 Screen Orientation
 External Display
 Sync Center
 Presentation Settings

Note:  Lenovo Power 
Management trumps 
Windows Battery 
controls.
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Briefly review the options on the slide. 



Questions

Presenter
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Any questions?
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